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useof all awardsincludinghonoraryawardsastheCommand’smeansto recognizeand
distinguishits top performers.

3. I encourageyou to usethepositiveaspectsof this newawardprocessto recognizeand
rewardemployeeachievementsandcontributionson acontinualbasisandto usetheprocessas
an additionaltool to accomplishourcorporategoalsandobjectives.

Distribution:
All Level 1/2/3/4CompetencyManagersandAdmin Officers:
(NAVAIRSYSCOM (includesPEO’s)/NAVAIRWARCENACDIV/
NAVAIRWARCENWPNDIV/NAVAVNDEPOTS/NATEC)
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\~AVAlR1N~TRUCTION 12451.1

From: Commander,NavalAir SystemsCommand

Subj: AWARDS AND RECOGNITIONPROGRAM

Ref~ (a)5CFR451
(b)DoD 1400.25-M,Subchapter451 ofDec96
(c)NAVAIRJNST 1650.1A
(d) SECNAV1NST12451.3
(e)NavyImplementationGuidance45 1-01 of2 Jun98
(f) 5 CFR531, SubpartE
(g)NAVAIRINST 12430.5

End: (1) AwardHandbook
(2)NAVAIR 12451/1(8/98),AwardNomination

1. Purpose.To establishpolicy andissueguidelinesandproceduresfor managementoftheNaval
Aviation SystemsTeam(TEAM) AwardsandRecognitionProgramin compliancewith references
(a) through(g).

2. Cancellation. This instructioncancelsNAVAIRINST 5305.3Cof9 July 1992and
NAVAIRINST 5305.ID of 14 August1992. Sincethis is amajorrevision,changesarenot
indicated.

3. Scope. This instructioncoverstheTEAM; including its ProgramExecutiveOffice (PEO)
personnel.Within thelimitations ofapplicablelawsandregulations,this instructionalsoapplies
to thefollowing employeeswith thespecificprovisionsoutlinedbelow:

a. membersoftheArmed Forcesareonly eligible to bepaidmonetaryawardsfor suggestions,
inventions,andscientificachievements.References(b) and(c) provideadditional guidance,
references,limitations andreportingrequirements;

b. non-Navyfederalemployeesareeligible for awardsandrecognition;

c. employeespaidwith Non-AppropriatedFunds(NAF) arenot eligible to receivemonetary
awardspaidfrom appropriatedfindsbut mayreceivenon-monetaryawardsunderthis program;

S/N: 0808—LD—02].—4930



ExecutiveService(SES)areeligible for all awardsin this in~
StepIncreases(QSIs)andSustainedExcellenceAwards;

er thedemonstrationprojectareeligible for all awardscontainedin
)tionofQSIsandSustainedExcellenceAwards;

f. privatecitizensandorganizationsmayonly be recognizedfor significantcontributionswith
non-monetaryawards,i.e.,HonoraryAwards. Individualsororganizationshavingacommercial
or profit-makingrelationshipwith theTEAM shall not begrantedmonetaryawardsthroughthis
instruction;and

g. employeescoveredby an existingcollectivebargainingagreementcontainingprovisionsth~
differ from this instructionshallbegovernedby theexistingagreementuntil superceded.

4. Policy. It is thepolicy oftheTEAM to encourageandrewardinnovation,dedicationand
excellenceby motivatingindividualsandteamsto contributeto the accomplishmentof it’s
corporatemissionandgoals.

a. TheTEAM will ensurethatincentiveawardsarebudgetedandadministeredfairly and
equitably. Navyrequiresactivitiesto budgetfor awardsata minimumof 1.5 percentofaggregat
basesalariesofcoveredemployees.It is thepolicy oftheTEAM to budgetto the 1.5 percent
levelandexecuteawardfinds to thefill amountbudgeted.

b. A successfulawardsprogramdependsonearlyplanningandcontinuouscollaboration
betweencompetencymanagersandteamleadersthroughoutthe performancecycle. Usinga
frameworkofmonetaryandnon-monetaryawardtools,competencymanagersandteamleaders
will rewardandrecognizeindividualsandteamsfor theiroutstandingcontributionsin a
meaningfulandtimelymanner. Theseawardtoolsareto beusedfor recognizingactionsbeyond
normalexpectationsandfor clearlyidentifying anddistinguishingsustainedtopperformers.

5. Authority andResponsibility

a. Commander.NavalAir SystemsCommand(COMNAVAIRSYSCOM).
COMNAVAIRSYSCOMis responsiblefor establishingan awardsandrecognitionpolicy,
assigningresponsibilitiesatappropriatelevelswithin theTEAM, providingleadershipand
managementsupport,andreviewingprogramresults. TheCOMNAVAIRSYSCOMis
responsiblefor assigningmembersto theNavalAir SystemsCommand(NAVAIR) Awards
Board. With theassistanceoftheNAVAIR AwardsBoard,theCOMNAVAIRSYSCOMwill
approve/recommendawardsperenclosure(1).

b. ProgramExecutiveOffices (PEOs). PEOswill usethepoliciesandproceduresoutlinedii
this instructionto awardemployeeswithin theirorganization. Theprocessfor grantingawards’
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entageofsalarypool to be allocatedfor awards.Businessunitswil
ty for thefinds utilized in carryingout theawardsprogramwithin
iits, in collaborationwith NationalCompetencyLeaders,are
idequatefindsareavailableconsistentwith thepolicy outlinedin
y law and/orregulation. It is alsotheresponsibilityofthebusiness

unit to ensuretnat any anaau collectivebargainingobligationsrelatedto awardsarefulifiled.

d. NationalCompetencyLevel 1 Leaders.NationalCompetencyLeadersmayestablishteam-
wideawardspolicy implementationguidance,in collaborationwith businessunits, for all local
competencyleaders,managers,andsupervisorsto follow. NationalCompetencyLeaderswill
annuallyreviewandevaluatetheeffectivenessoftheawardsprogramwithin theircompetencyan
maysubmitrecommendationsfor policy changesto AssistantCommanderfor Corporate
Operations(AIR-7.0).

e. Local CompetencyManagers/Supervisors.Local competencymanagers/supervisors
executetheAwardsProgramperthepolicy containedin this instructionandanyNational
CompetencyLeaders’awardspolicy implementationguidance. Localcompetency
managers/supervisorsareresponsiblefor recognizingandrewardingdeservingindividualsand
teams. Localcompetencymanagers/supervisorswill considerawardrecommendationsmadeby
teamleaders,takinginto considerationtheamountoftime theemployeespentworking onteams.
Local competencymanagers/supervisorsmustreviewall awardsfor approval. Specifically,local
competencymanagers/supervisorsareresponsiblefor:

(1) ensuringtheaward/recognitionis basedsolelyon meritandgrantedcommensuratewith
thevalueoftheemployee’scontributionor accomplishment;

(2) selectingthemostappropriateform ofrecognitionandawardingit on atimely basis;

(3) ensuringequity ofconsiderationfor awards/recognitionwithin theirorganization;and

(4)preservingtheprogram’scredibility bydocumentingthejustificationfor the
award/recognition.

f. TeamLeader. TheleaderofanIntegratedProgramTeam([PT), anExternallyDirected
Team(EDT), anEnterpriseTeam(ET), oraProductSupportTeam(PST) shouldrecommend
teammembersto theirappropriatecompetencymanager/supervisorfor awards. Teamleaders
havetheresponsibilityto providedirect inputto competencymanagers/supervisorsregardinga
teammember’sperformanceandto recommendeithernon-monetaryormonetaryawards,when
appropriate.Teamleadersandcompetencymanagers/supervisorsshouldengagein earlyplannii
andcontinuouscollaborationon awardsthroughouttheperformancecycle.

(1\ Tk~rir~rm~lnrc~t’~ccfi-~rar~nfina tt~h ~w~iri~k will h~th~it fP2m lp2tlprc~will rptnmnlpnsl



~rdsto teammembersusingawardfindsoriginally allocatedto the
unit. Approvaloftheteammember’scompetency
ianagerwho hasfiduciaryresponsibilityfor thefinds usedis

(2) Teamleadersareencouragedto usenon-monetary/informalrecognitionawardssuchas
coffeemugs,plaquesorT-shirtsto recognizeteamaccomplishments.

g. NAVAIR AwardsProgramAdministrator(PA). TheNAVAIR AwardsPA is designated
by theHumanResourcesOffice (HRO), (AIR-7.3). TheNAVAIR AwardsPAwill actasthe
liaisonbetweenNAVAIR andhigher-levelauthorities,outsideprofessionalorganizations,
businessunits, andvariousgroupswithin headquarters.This includesissuingandmanaging
QuarterlyHonoraryAward CallsthroughouttheTEAM. TheNAVAIR AwardsPAwill also
monitortheawardsandrecognitionprogramsthroughouttheTEAM, providingfeedbackand
quarterlymetricsto seniormanagementasappropriate.

h. Local AwardsPA. A local awardsPA designatedby theareacommanderis theday-to-da)
point ofcontactfor theadministrationofthelocal awardsprogram. ThelocalawardsPAwill:

(1)ensureregulatorycorrectnessandcompliancewith law, in consultationwith theservicin~
HRO;

(2)provideguidanceto managers,supervisors/competencymanagers,teamleadersand
coveredemployeeson programrequirements,awardalternatives,procedures,documentationan
relatedawardsissues;

(3)prepareandmaintainrecords,reportsandfiles;

(4) ensuretheavailability ofcertificates,plaquesandappropriateinformal recognitionitem~

(5) solicit nominationsand coordinatetheselectionprocessfor honoraryawardsandforwa
recommendationsfor command-wideandaboveawards;

(6)ensuretheproperapprovals,authorizations,endorsementsandtimeframesaremet; and

(7)coordinatetheprocessingofawardswith theservicingHRO andtheapplicableHuman
ResourcesServiceCenter(HRSC).

i. NAVAIR AwardsBoard. TheNAVAIR AwardsBoardwill screennominationsfor awarc
that requireCOMNAVAIRSYSCOM’s approval,endorsement,orpresentation.AIR 7.0 will
rec~nmmendAwards Board membershin to COMNAVAIRSYSCOM~



~nPolicy. Navyrequiresactivitiesto budgeta minimumof 1.5
iries ofcoveredemployeesfor all typesofmonetaryawards(i.e.,
SpotAwards,SustainedExcellenceAwards,InventionAwards,

neneucuu~UggesL1un etwaruS). Fundsfor QSIsandTime-offAwardsarebudgetedfor andpaid
from salarydollars. Theamountbudgetedshouldbedeterminedthroughcollaborationbetween
businessunit andNationalCompetencyLeaders. It is thepolicy oftheTEAM that businessunit~
allocateawardfinds to thefill amountbudgeted.Businessunitswho areunableto allocate
awardfundsto atleast 1.5 percentshall presentthebusiness-basedreasonsto, andobtain
approvalfrom, theNAVAIR ExecutiveSteeringCommittee(ESC).

b. Metrics. TheNAVAIR AwardsProgramAdministratorwill providequarterlymetricsto
theNAVAIR ESCto monitor awardfind budgetingand expenditurethroughoutthefiscal year.

c. AppropriationandAuthorization. Awards, includingnon-monetaryawardssuchasplaque
and similar formsofrecognition,areexpensecostsfundedout ofactivity operatingfinds. For
NavalAir SystemsCommandHeadquarters(NAVAIRHQ), NavalAir TechnicalDataand
EngineeringServiceCommand(NAVAIRTECHDATAENGSERVCOM)andtheTraining
SystemDivision oftheNavalAir WarfareCenterAircraft Division (NAVAIRWARCENACDIV
personnel,cashawardsarepaidout ofthe OperationandMaintenance,Navy(O&MN) Expense
OperatingBudget(EOB)orotherappropriateaccountsasapplicablefor reimbursablyfunded
personnel(asindirectcosts). ForemployeessupportingMajor RangeandTestFacility Base
(MRTFB) workload,awardsarefundedfrom MRTFB institutionalResearchandDevelopment
(R&D) finding. ForemployeessupportingNavyWorkingCapitalFund(NWCF) workload,
awardsarechargedto indirectoperationsoverheadofthecostcenteroftheemployeereceiving
theaward.

d. Within theTEAM, IPTsareoftencomprisedofbothbusinessunit andheadquarters
personnel.TheformermaybeO&MN, MRTFB, orNWCF financedemployeesandthelattera
fundedoutoftheHeadquartersO&MN. Any TEAM official (e.g.,teamleaderorcompetency
manager/supervisor)mayrecommendan employeefor an award,but approvalofthefinancing
dependson thefinds soughtto bechargedandtheorganizationhavingfiduciaryresponsibilityI
thecited finds. Organizationsdesiringto fundawardsoutsidetheircompetencyand/oractivity
(i.e., outsidetherealmoftheirfiduciary responsibility)shall transferfinds priorto grantingthe
award.

(1)NAVAJRHQ officials mayrecommendandfind anawardfor aNAVAIR businessunit
employeeout oftheO&MN awardsfinds allocatedto theheadquarterscompetencyto whichii
official is assigned.SinceNWCF activitiesawardsarechargedto indirect operationsoverhead
thecostcodeoftheemployeereceivingtheaward,theNAVAIRHQ official shall submita
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In this instance,approvalandsubsequentfinancingoftheawardmustresidewith theofficial of
theorganizationwho hasfiduciary responsibilityfor thecitedfinds. Forexample,if a
NAVAIRHQ official recommendsaNavalAir WarfareCenter(NAVAIRWARCEN) employee
for anawardto bepaidout ofNWCF, aNWCFofficial mustultimatelyapprovetheawardandits
subsequentpaymentasaNWCFindirectoverheadexpense.

(3)NAVAIR businessunit officials mayalsorecommendNAVAIRHQ employeesfor
awards.However,thedistinctionto bemadeis that,NAVAIR businessunit appropriations/finds
cannotbeusedto financecashawardsfor NAVAIRHQ employees.In thiscase,approvalofthe
O&MN cashawardwould berequiredfrom aNAVAIRHQ official whohasfiduciary
responsibilityfor thecited finds.

(4)Joint serviceteamleadersmayrecommendawardsfor otherservicepersonnel;however,
ultimateapprovalandfinancingfor theawardsremainstheresponsibilityoftheserviceto which
thosepersonsareassigned.

7. ApprovalAuthority. Enclosure(I) providesapprovalauthorizationdesignations.In the
interestofensuringawardsprogramintegrity, two different signatures(nominatingand
approving)arerequired. Approvingofficials shouldbeawarethattheapprovingsignature
authorizesanddesignatesaccountabilityfor theexpenditureofgovernmentfinds.

8. Forms. NAVAIR 12451/1 (8/98),AwardNomination(enclosure(2)) canbe reproduced
locally andis electronicallyaccessible.

9. Review. TheCivilian PersonnelProgramsandPlansDivision (A]R-7.3.1) shall annually
reviewthecontentshereinandrecommendchanges,additionsor deletionsto the
COMNAVAIRSYSCOM.

ç3OA~L~2~

Distribution: FKA1A (establishedquantity); others2 copies
SNDL: FKA1A (DeputyCommanders,AssistantCommanders,Comptroller,CommandSpecial
Assistants,DesignatedProgramManagers,AdministrativeOfficers,CompetenôyTeamLeaders,
andDepartmentHeadsandDivision Heads);FKR

Copyto: (2 copieseachunlessotherwiseindicated)SNDL: FKA1A (AIR-7.5 (1 copy);AIR-
7.1.1.2(5 copies),AIR-7.3.1 (5 copies))
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Mechanicsburg,Pa. 17055-7089

NAVAIRHQ DirectivesWebAddress:
http: //www.nalda.navy.mil/instructions/default.cfm
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INTRODUCTION

Thepolicy oftheNavalAviation SystemsTeam(TEAM) is to encourageandrewardinnovation,
dedicationandexcellenceby incentivizingindividualsandteamsto contributeto the
accomplishmentoftheTEAM’s corporatemissionandgoals.

Usingtheframeworkofmonetaryandnon-monetaryawardtoolscontainedherein,competency
managers/supervisorsandteamleaderswill fairly and equitablyrewardandrecognizehigh
performersduringthecourseoftheperformanceyear. Theseawardtoolsareto beusedfor
recognizingactionsbeyondnormalexpectationsandfor clearlyidentifying anddistinguishing
sustainedtopperformers.

USEOFAWARDS

Usingawardsto motivateindividualsandteamsis crucial. Activeandfair incentiveawards
programshelpmotivateindividualsandgroupsto achievetheirgreatestpotential. Improperly
usedprogramsmayadverselyaffect morale,inhibit initiative, andundermineconfidencein
management.Listedbelowaresomefundamentalsfor successfullyusing theawardstools:

* Identify employeesdeservingofawards. Avoid showingfavoritism and/orsinglingout

oneor moreindividuals,whentheachievementwasateameffort.

* Selectthemostappropriateawardtool(s). Recognitionand rewardsshouldbe

appropriateandsuitablefor thevalueoftheemployee’scontribution.

* Rewardoutstandingperformanceat thetime it occursto providestrongmotivationfor

employeesto maintaintheirhigh performancelevel. Exceptfor severalhonoraryawards,all
awardscitedin thisdocumentmaybe givenat any time duringtheperformanceyear.

* Prepareastrongawardjustificationdescribingthe achievementor contributionandlinking

theoutstandingbehaviorto the award. In manycases,a copyofthis documentmayserveasa
lifelong referenceor recordfor theemployee’scareerfile. Failureto explainhow an individualor
groupearnedanawardunderminesthecredibility ofawardsto theindividual aswell asto therest
ofthework group.

* Avoid overemphasisonawardsfor retiring employees.Managersshouldfocuson

rewardingpeoplethroughouttheircareersto emphasizemanagement’sappreciationoftheir
specialcontributions,andto encouragecontinuedinitiative.

3



LECTING AWAR

Thechoiceofawardshouldappropriatelymatchthecontribution. Morethanoneawardmaybe
appropriate,ora singleawardmaymatchtheaccomplishmentperfectly. Thesummarybelowand
theawardschartarequickreferenceguidesto selectingtheright awardfor thecontribution.
Additionalandmorespecificproceduraland approvalrequirementsfollow in sectionsdedicated
to eachawardtype.

SpecialAct Awardsrecognizeone-timespecialcontributionsoraccomplishmentsmadeby
employees.Theyusuallyacknowledgesomewhatsignificantactsoverandabovetheemployee’s
normalpositionrequirements.This typeofawardwould beappropriatefor thesuccessful
accomplishmentofa significantprogramorproject. Theamountofthecashawardis basedon
thecontribution’sbenefit(eithertangibleor intangible)to the organization.

On-the-SpotAwardsare designedto recognizeone-timenotableachievementswhichare
somewhatlesssignificantthanthoserecognizedby a SpecialAct Award. Theseawardsrange
from $25 to $750. On-the-SpotAwardsareparticularlyappropriatefor rewardingemployee
effortsthatmight otherwisegounrecognized.

Quality StepIncreases(QSIs)areGeneralSchedule(GS) stepincreasesgiven in recognitionof
continuedexcellencein performanceandin theexpectationthat thehigh qualityperformancewill
continuein thefuture. Thefinds for thisawardarederivedfrom futuresalaryfundsratherthan
fiscal yearawardfunds.

SustainedExcellenceAwardsareawardsgivenin recognitionofoutstandingsustainedexcellent
performance.Thesizeoftheawardcanbe smallorup to 10 percentof salary(20%with Navy’s
approval).Strongdetailedawarddocumentationis requiredto justify this award.

HonoraryAwardsprovideameansfor thecommandto recognizeanddistinguishit’s top
performers. Theseareexcellenttoolsto recognizeemployeeswhomakemajorcontributionsto
thegoalsandmissionoftheTEAM orto theircareerfield. An extremelylargenumberof
honoraryawardsexist. In additionto avarietyofstandinghonoraryawards,which maybe
awardedatanytime, therearenumeroushonoraryawards,which havespecificnominationdue
dates.Requestsfor nominationsfor theseawardsareannouncedeveryquartervia theHuman
ResourcesOffice (HRO)HomePageat http://hro.navair.navy.mil.

TheCommander’sAwardis Commander,NavalAir SystemsCommand
(COMNAVAIRSYSCOM’s)distinguishedannualrecognitionawardfor teams. Selectionis
basedon theteam’scontributionto thecommand’sgoalsandmission.

4
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awards, variousuimitationsonmeuseorineseawarasapply.

Lengthof ServiceAwardsaredesignedto giverecognitionto an employee’syearsoffederal
service.

AreaSpecificAwardsaredevelopedandadministeredbythebusinessunit. Theymayinclude
informal recognitionawards,honoraryawards,specialact,time-off, oranycombinationthereof.

Informal RecognitionAwardsarenon-monetaryawards,e.g. coffeemugs,penandpencil sets,
paperweights,teeshirts, etc.

InventionAwardsaregivento employeeswhoseinventionsareadoptedfor implementation.

SuggestionAwardsaregivento employeeswho identify andhaveadoptedfor implementationa
suggestedimprovementor costreductionthatbenefitstheorganizationin a tangibleor intangible
way.



AWARDS CHART

* LCM/S= Local CompetencyManager/Supervisor
NCL= National Level 1 CompetencyLeader
COMNAVAIRSYSCOM= Commander,NavalAir SystemsCommand
OOCMC= NAVAIRHQ CommandMasterChief

Award Type Scopeof
Contribution

Individual/tea
m

Amount
(Rauae~

Nomination Approval

SpecialAct
Cash Significant/

one-time
Both $25 to>$1OK LCM/S or

Team
Leaders

LCM/S*<= $2500
NCL<= $5000
COMNAVAIRSYSCOM
/PEO<=$7500

On-the-Spot
Cash Limited /one-

time
Both Range:$25-

$750
LCM/S* or
Team
Leaders

LCM/S

QSI
SalaryIncrease Significant/

Continuing
Individual
(GS only)

Onewithin-
gradeincrease

LCMJS LCMJS

Sustained
Excellence

Cash Significant/
Continuing

Both-usually
individual
(GS/FWSonly)

Up to20%of
salary

LCM/Sor
TeamLeader

LCM/S*<= $2500
NCL<z=$5000
COMNAVAIRSYSCOM
IPEO<=$7500

Honorary
Recognition Significant/

various
Both-usually
individual

N/A LCM/S°or
TeamLeader

SeeDescription(Pages
15- 17)

NAVAIR
Commanders
‘

Recognition
Cash

Significant/
Competitive

Team TBD LCM/S,
Team
Leader,Area
Commanders

COMNAVAIRSYSCOM

“You Made a
Difference”

Recognition Varies Usually
individual

N/A Peer OOCMC

Time-Off
Time-off Limited-

Moderate/
One-time

Both Up to 40 hours
for asingle
act;80 hours
maxperyear

LCM/S* or
TeamLeader

LCM/S* < 1 day
HigherLCM/S*>1 day

Lengthof
Service

Certificate/Pin Servicetime Individual N/A N/A N/A

Informal
Recognition
Awards

Non-monetary
item

Limited Both-usually
team

Item LCM/S or
TeamLeader

LCM/S*
TeamLeader

Invention Cash Significant Both Patent
Counsel

Self PatentCounsel

Suggestion Cash Varies Both-usually
individual

See
Description

Self ProcessOwner
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SPECIAL ACT AWARDS

1. Description
SpecialAct Awardsaremonetaryawardsusedto recognizenon-recurringcontributionsby an
individual ora groupofemployeesfor effortsthat exceedexpectedjob performance.SpecialAct
Awardsmayalsoprovideindividualor grouprecognitionfor contributionsoutsidenormaljob
responsibilities,suchasan exemplaryaccomplishment,scientificorresearchachievement,actof
heroism,orcourageoushandlingof anemergencysituationrelatedto official employment.

2. Determinin2Award Amount
Theappropriateamountofawardis basedon the tangibleandintangiblebenefitschartsoutlined
on thefollowing two pages.

3. Procedure
Teamleadersor local competencymanagers/supervisorswill nominateandahigherlevelmanager
with fundingauthorizationwill reviewandapproveworthyawardnominations. Enclosure(2),
NAVAIR 12451/1(8/98),ora local equivalent,will beusedto documentthis award.This
monetaryawardmaybepresentedat any time.

4. Approval Guidance
Within thelimitationsofthetangibleandintangiblebenefits
pages,approvalguidanceis specifiedbelow:

chartsoutlinedon thefollowing two

ApprovingOfficial
Local competencymanagers/supervisors
NationalLevel 1 CompetencyLeader
COMNAVAIRSYSCOM! PEOs
SecretaryoftheNavy (SECNAV)*
DepartmentofDefense(DoD)/
Office ofPersonnelManagement(OPM)via SECNAV

Maximum approvalauthority
$2,500per individual
$5,000per individual
$7,500per individual
$10,000per individual
greaterthan $10,000per
individual

*SECNAV approvalrequestsmustbe routedthroughCOMNAVAIRSYSCOM,, theDepartment

oftheNavyAwardsReviewPanel(DARP), theOfficeoftheDeputyAssistanceSecretaryofthe
Navy(Civilian Personnel/EqualEmploymentOpportunity)(DASN(CP/EEO)),andtheExecutive
PersonnelandLeadershipDevelopmentDivision (DP6).

7



MOUNTSBASED ON IN1

VALUE
OF

BENEFIT

modificationofan
operatingprinciple
orprocedurewith
limited useor
impact.

Substantialchange
or modificationof
procedures.
Important
improvementsto the
valueofaproduct,
activity, program,or
servicetothepublic.

HIGH

LIMITED

Affects functions,
mission,or
personnelofone
facility, installation,
regionalarea,oran
organizational
elementof
headquarters.
Affectssmallarea
ofscienceor
technology.

$25 - $500

EXTENDED

Affectsfunctions,
mission,orpersonnel
ofanentireregional
area,command,or
bureau.Affectsan
importantareaof
scienceor technology.

BROAD

Affects functions,
mission,orpersonnel
of severalregional
areasor commands,
oranentire
departmentoragency.
Affectsanextensive
areaofscienceor
technology.

GENERAL

Affects fwiCtl(

mission,or
personnelofii
thanone
departmentor
agency,or is i
public interest
throughoutth
Nationand
beyond.

$1,001-

EXTENT OF APPLICATION

MODERATE $501 -$750

SUBSTANTIAL
$501- $750

$751 -$1,000

$1,001- 1,500$751 -$l,~

$751 -$1,000 $1,001- $1,500 $1,501-$3,150 $3,151 - $6

8



VALUE
OF

BENEFIT

EXTENT OFAPPLICATION

EXCEPTIONAL
$1,001- $1,500 $1,501- $3,150 $3,151 - $6,300 $6,301- $10,000

Initiationofanew
principleor major
procedure;asuperior
improvementtothe
quality ofacritical
product activity,
program,or service
to thepublic.

BENEFITS

SCALE OF AWARD AMOUNTS BASED ON

TANGIBLE BENEFITS

AWARD

Estimated First-Year Benefits Amount ofAwardto Em~lovee

Up to $10,000in benefits

Between$10,000and$100,000

in benefits

More than$100,000in benefits

10 percentofbenefits

$1,000pIus3 percentto 10 percent

ofbenefitsover$10,000

$3,700to $10,000for the first $100,000in
benefits,plus0.5 percentto 1 percentof
benefitsabove$100,000up to $25,000,
with theapprovaloftheOPMvia the
OfficeoftheSecretaryofDefense(OSD).
Presidentialapprovalis requiredfor all
awardsofmorethan$25,000.

9



scription
An Un-tfle-Spot~warci is givenior aone-timeacnievementaesigneato quic~iyrecognize
employeeeffortsthat resultin serviceofanexceptionallyhigh qualityorquantity. Thisawardis
particularlyappropriatefor rewardingemployees’efforts thatmight otherwisegounrecognized.
On-theSpotAwardsrangefrom $25 to $750commensuratewith thenatureoftheserviceoract
beingrecognized. Examplesofachievementsthatmaybeconsideredfor anOn-the-SpotAward
are:

a. makinga highquality contributioninvolving a difficult or importantprojector assignment.

b. accomplishinga specific,one-time,orspecialassignmentthatrequiredextraeffort or

Will (819S) e:

imount is baseaon tnetangi~ieand mtangi~ieoenc

:, shouldb

nominate employees and a higi ~nager/supervisorwith tunding

4. Approval Guidance
Within thelimitationsofthetans
approvalis specifiedbelow:

iefits chartsoutlinedon thefollowing page,

ApprovingOfficial
Localcompetencymanagers/sup

Maximum approvalauthority
$750perindividual

H)



LIMITED

Affects functions,
mission,or personnelof
onefacility, installation,
regionalarea,oran
organizationalelementof
hP~tInh19rtPrc Affa’~-tc

EXTENDED

Affectsfunctions,
mission,orpersonnelof
anentireregionalarea,
command,or bureau.
Affectsan importantarea
nf cr’ipng’p nr tpgthng~1c~yu

Substantialchange
or modificationof
procedures.
Important
improvements to the
valueofaproduct,

VALUE EXTENT OF APPLICATION
OF

BENEFIT

----I-—--.
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*Awards exceeding10 percent,and up to 20 percentofanemployee’sannualrateofbasicpay,mustbeapproved
by the SecretaiyoftheNavy.
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GOVERNMENT-WIDE,DoN-WIDEAND DoD-WIDE HONORARY AWARDS
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HONORARY AWARDS CHART

DoN Civilian
ServiceAwards*

Meritorious Serviceor
contributionshigh in
valueand/orbenefits
to DoN, suchasat
thelocal activity
level

Serviceor
contributions
exceptionalin value
and/orbenefitsto
DoN suchasatthe
commandlevel

Extraordinary
serviceor
contributionof
majorsignificanceto
DoN, including
greatcourageand
personalrisk

National
CompetencyLevel 1
Leader/Area
Commander!
Commanding
Officer

COMNAVAIRSYS-
COM/PEOs

AWARD TYPE GRANTED FOR GRANTED TO GRANTED BY
Letterof
Appreciation

Any Noteworthy
Contributions

Civilian or Military
Employees

All Management
levels

Civilian Employees

Superior

~tinguished
SECNAV

DoN Public
Service*

SeeProgram
Administrator

Privatecitizens COMNAVAIRSYS
COMIPEO

OutstandingFederal Recognizes Civilian employees AssistantSecretary
EmployeeWith employeeswith a with disabilities oftheNavy for
Disabilities disability who have

displayed
exceptionaljob
performancedespite
disablingfactors.
Mustbe involved in
oneor more
community
activities.

Manpower and
ReserveAffairs

16



Excellence,
dedication,and
accomplishmentin
public serviceon
oneoffour
categories:
- Fireprevention!
safety
- Traffic/safety!
accidentprevention
- Physical
rehabilitation
- SubstanceAbuse
Prevention

AWARD TYPE GRANTED FOR GRANTED TO GRANTED BY
DoD Civilian
ServiceAward*

Distinguished

(Prerequisite:DoN
Distinguished
Award)

Careersthat reflect
extremely
significant,broad
contributionsto
DoD economy,
efficiency,or
operations.

DoD Civilians

DoD Civilians

SecretaryofDefense
(SECDEF)

SECDEF

DoD public service* SeeProgram
Administrator

PrivateCitizens SECDEF

SECDEFLetterof
Commendation*

A singlesuggestion,
specialact,or
productivity
initiative that
resultedin $ lOOK or
morefirst year
savings. Initiative
mustbeoverand
aboveregularjob
requirements.

Individualsor
Groups

‘

SECDEF

SECDEFAward for
Productivity
Excellence

Sameasabove,
exceptthat initiative
resultedin $1
million ormorein
first yearsavings.

Individualsor
Groups

,~DEF

GEICOPublic
Service

Civilian employees GEICO
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Musthavereceived
aPresidentialLetter
ofCommendation.
Thisawardis for
extraordinary
contributionstoward
costsavingsand
management
improvement.

*These awards may be given at any time.

AWARD TYPE GRANTED FOR GRANTED TO GRANTED BY
Presidentialawards
for outstanding
Federalemployees
with disabilities

Recognizes10
federalemployees
with disabilitieswho
havedisplayed
exceptionaljob
performancedespite
disablingfactors,
andwho havemade
contributions

throughcommunity
involvement.

Civilian employees Office ofthe
President

President’s
volunteeraction

Volunteeractivities
ofbenefitto the
community,state,or
nation.

Individuals Office ofthe
President

Letterof
Commendationfrom
theOffice ofthe
President*

Suggestion,
invention,or other
actwhichproduced
tangiblesavingsfor
$250Kor more. For
civilian nominees,
musthavebeen
recognizedby a
Civilian Incentive
Award.

Civilian orMilitary Officeofthe
President

Presidential
Management
ImprovementAward

Civilian orMilitary Office ofthe
President

18



1. Description
TheCommander’sAward is designedto recognizeteamcontributionswhichmostsignifica
supportedtheTEAM’s mission,goalsandobjectives. This awardis adistinguishedcomma
honoraryawardwhich includesa cashaward,asappropriate.

2. SelectionCriteria
Awardswill bepresentedannuallyto theteamswho mostsignificantlysupportedtheThA1~
mission,goalsandobjectivesby promotinginnovativeideasandconceptsresultingin subst
tangibleor intangiblebenefits. Specificselectioncriteriawill be developedby the
COMNAVAIRSYSCOM onan annualbasis.

3. Determining Award Amount
It is theNAVAIR Award Board’sresponsibilityto determinetheappropriateawardamoun
thetangibleandintangiblebenefitschartsoutlinedonthefollowing two pages.

4. Procedure
Requestsfor nominationswill beannouncedin JanuarythroughtheNAVAIR QuarterlyHo
Awardscall. Competencies,businessunitsandPEOsmaysubmittheirnominationsfor the
year’sawardsto theNAVAIR AwardsPA. Nominationsmustincludespecificsaboutthet
members(names,dutystations,titles, grades/ranks,competencies,and socialsecuritynumb
anddetailsoftheteam’sspecificachievement/contribution.Nomineeswill bereviewedand
rankedby theNAVAIR AwardsBoard,with 1’s, 2k” and3” placerecommendationsbeing
forwardedto theCOMNAVAIRSYSCOMfor selection.

All nominees,aswell asrecipients,will receivealetterofacknowledgementfrom the
COMNAVAIRSYSCOM. Theawardeeswill beceremoniouslypresentedwith certificates,
plaquesanda cashawardasappropriate.
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OF
BENEFIT

LIMITED

Affectsfunctions,
mission,orpersonnelof
onefacility, installation,
regionalarea,oran
organizationalelement
of headquarters.Affects
smallareaofscienceor
technology.

EXTENDED

Affects functions,
mission,or personnelof
anentireregionalarea,
command,orbureau.
Affectsanimportant
areaof scienceor
technology.

BROAD

Affects functions,
mission,orpersonnel
of severalregional
areasor commands,
oranentire
departmentor agency.
Affects anextensive
areaof scienceor
technology.

GEJ~

Affe~
missi
morc
depa
or is
inter
Natü

MODERATE

Changeormodification
of anoperating
principleorprocedure
with limiteduseor
impact.

$25-$500 $501-$750 $751-$1,000

SUBSTANTIAL

Substantialchangeor
modificationof
procedures.Important
improvementstothe
valueofa product,
activity, program,or
servicetothepublic.

$501-$750 $751 -$1,000 $1,001-1,500

“‘CI-,
$751 - $1,000 $1,001- $1,500 $1,501-$3,150



BENEFITS

SCALE OFAWARD AMOUNTS BASED ON

TANGIBLE BENEFITS

AWARD

EstimatedFirst-YearBenefits AmountofAwardto team

Up to $10,000in benefits

Between$10,000and$100,000
in benefits

Morethan$100,000in benefits

10 percentofbenefits

$1,000plus 3 percentto 10 percent
of benefitsover $10,000

$3,700to $10,000for thefirst $100,000in
benefits,benefitsabove$100,000up to
$25,000, with theapprovaloftheOffice of
PersonnelManagementvia theOSD.
Presidentialapprovalis morethan$25,000.

21



i~a IJILL~I ciii

I ~J U ITIttIJIlj tt JJJ_V£ L~1’~LiL~~ t~TV f~j’~J~~

iward that

LI1~ IEitLVI S 1111551011. ZtWiUU 1~

acts. Eachcoinwill be inscribed
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TIME-OFF AWARDS

1. Description
Time-offfrom dutymaybegranted,without lossofpay or chargeto leave,in recognitionof
superioraccomplishmentsor otherpersonaleffortsthat contributeto thequality,efficiency, or
economyofgovernmentoperations.Time-OffAwardscanbeusedaloneor in combinationwith
monetaryornon-monetaryawardsto recognizethecontributionsby thesameemployee.
Examplesofachievementsthatmaybeconsideredfor a Time-OffAwardare:

a. makinga high qualitycontributioninvolving adifficult or importantassignment;

b. displayingspecialinitiative andskill in completingan assignmentorprojectbeforethe
deadline;

c. using initiativeandcreativity in makingimprovementsin a product,activity, program,or
service;

d. ensuringthemissionoftheunit is accomplishedduring adifficult periodby successftully
completingadditionalwork oraprojectassignmentwhile maintainingtheemployee’sown
workload;and

e. accomplishinga specific,one-time,or specialassignmentthatrequiredextraeffortor
resultedin theorganizationreceivingrecognitionfor responsivenessto unprogrammed
requirements.

2. Determinin2 Award Amount
Theappropriateamountof time-offto grantasanawardshouldbedeterminedusingtheattached
Time-OffAwardsScale. Useofthis scalewill ensurethat theamountoftime-offgrantedis
commensuratewith the individual’s contributionor accomplishment.Thefollowing limitations
andguidelinesapply:

a. Thetotal amountoftime-offthat maybegrantedto a civilian employeeduringoneleave
yearis 80 hours.For part-timeemployeesorthosewith an uncommontour ofduty, thetotal time
that maybegrantedduringanycalendaryearis theaveragenumberofhoursofwork in the
employee’sbiweeklyscheduledtour ofduty.

b. Themaximumamountoftimethatmaybegrantedfor anysinglecontributionis 40 hours.
Forpart-timeemployeesorthosewith anuncommontourofduty,the maximumawardfor any
singlecontributionwill beone-halfthemaximumamountoftimethat couldbegrantedduringthe
year.

c. Time-offgrantedasanawardmustbe scheduledandusedwithin oneyearaftertheaward
is granted. Any unused amount remainingafterthattime will be forfeitedwithoutfurther
compensationto theemployee.
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d. A Time-OffAward doesnot convertto cashunderany circumstances.

e. Time-OffAwardsshallnotbegrantedto createtheeffectofa holidayortreatedasan
administrativeexcusalor leave.

f. TheTime-OffAwardcanbetransferredwithin the DoN. However, if theemployeeis
transferringto anotherDoD activity oroutsideDoD, thetime-offcannotbetransferred.Inthis
case,theemployeeshouldbeallowedto usetheawardprior to thetransfer.

3. Procedure

a. NAVAIR 12451/1 (8/98),enclosure(2), ora local equivalent,shallbeusedto nominate
and processTime-OffAwards. Teamleadersorcompetencymanagers/supervisorswill nominate
employeesfor Time-OffAwards.

b. Theemployee’sLeaveandEarningsStatement(LES)will reflectthetime-offbalance
availableto theemployee.Employeesshouldrequestthetime-off in thesamemannerasthey
requestannualleave.

4. Ao~rova1Guidance
Full considerationofwagecostsandproductivitylossshouldbegivenwhenapprovingand
grantingTime-OffAwards. A competencymanager/supervisormayapproveaTime-OffAward
ofup to onework day. A higherlevelcompetencymanager/supervisormayapproveTime-Off
Awardsnotto exceed40hoursfor asinglecontributionor 80 hoursin oneleaveyear.

24



Value to Organization Number otHours

Moderate 1 to 10

(1) A contributionto a product,activity, program,
or serviceto thepublic, which is ofsufficient value
to merit formalrecognition.

(2)Beneficialchangeormodification
ofoperating principles or procedures.

Substantial 11 to 20

(1) An importantcontributionto thevalueofa
product,activity, program,or serviceto thepublic.

(2) Significantchangeor modification
ofoperatingprinciplesorprocedures.

High 21to30

(1) A highly significantcontributionto thevalue



LENGTH OF SERVICE AWARDS

1. Description
Lengthof ServiceAwardsaregrantedin recognitionofyearsoffederalservice. Theseawards
recognizesignificantmilestonesin employees’careers.The award is basedon total yearsof
federalserviceratherthanserviceto aparticularagencyor department.Whena lengthofservice
is computedemployeesshouldreceivecreditfortotal federalservice,includingcivilian andall
honorable military service. This typeofrecognitionofemployeesis encouragedbutnot required.

2. Procedures
Local award proceduresapply; howeverthe 40, 45, and50 yearserviceawardsconsistof a
certificatesignedby the SECNAV anda pin.
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FORMAL RECOGNiTION AWAR]

1. Description
InformalRecognitionAwardsarenon-monetaryawards,e.g. coffeemugs,penandpencil sets,
paperweights,teeshirts,etc. OPM considersinformal recognitionawardsan appropriatemethod
ofprovidingrecognitionfor employeeandgroupcontributions. Informalrecognitionawardsare
normally administeredby thebusinessunit and,althoughtheyhavelessformalapproval
proceduresandpresentationsettingsthanotherawards,thefollowing conditionsmustbemet:

a. Theactor servicerecognizedmustbe relatedto theemployee’sofficial employment.This
mustbeacknowledgedaspartofanypresentation,howeverinformal.
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AREA SPECIFIC AWARDS

1. Description
Businessunitsmayestablish,disestablishandcontrol awardsspecificanduniqueto theirbusiness
unitswithin theguidelinesoflaw, regulationandauthority. Any combinationofaward
alternativesdescribedin this instructionmaybeusedto createthesearea-specificawards.

2. SelectionCriteria and Procedure
Theselectioncriteria,aswell asthenominationandapprovalproceduresareestablishedand
administeredwithin thebusinessunit.
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INVENTION AWARDS

1. Description
An inventionis any patentableoriginal design,or improvementofexistingdesignfor amachine,
process,or manufactureditem.

2. Criteria

a. Individual civilian andmilitary employeesandgroupsofemployeesareeligibleto receive
InventionAwards. To beconsideredfor anaward,aninventionmust:

(1) identify animprovementin thequalityofoperations,acostreductionopportunity,oran
improvementin thetimelinessofservicedeliverythat resultsin tangibleor intangiblebenefitsto
theU.S. Government;and

(2)beadoptedin wholeor in part for implementation. Theinventionshouldsetforth a
specificproposedcourseofactionto achieveimprovementorcostreduction.

b. If theconditionsabovearenot met, but theinventionis determinedto beofvalueto the
DoN orDoD andtheinventorconsentsto considerationofanaward,theinventorwill be
requiredto sign aclaim waiveragreementin orderto bepaidan award.

3. Award Payment
An initial monetaryawardmaybepaidwhenthepatentapplicationis filed andan additional
monetaryawardmayalsobepaidwhenthepatentcoveringthe inventionis granted.If an
application for a patent is placedundera secrecyorder,theadditionalawardwill bepaidwhenthe
U.S. PatentOffice issuesaNoticeofAllowability. Awardsunderthissectionarenot authorized
if amonetaryawardhasbeenpaidfor thesamecontributionasaBeneficialSuggestion.

4. Procedure
Thelocal awardsPA andthelocal office ofthe AssociateCounselfor IntellectualProperty
(PatentCounsel)maybecontactedfor additionalinventionawardinformation. Thelocal Patent
Counselprovidesguidanceanddirectionon applying for a patent. InventionAwardswill be
grantedbasedon thePatentCounsel’srecommendations.
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SUGGESTION AWARDS

1. Description

a. TheBeneficialSuggestionAwardsProgramprovidesaformalizedprocessto presentideas
for improvementto management.Theprogramwasestablishedto encourageandstimulatethe
submissionofideasthatwill improveoperationsand/ordecreasecosts. A suggestionis an idea
that originateson thejob andbenefitsthegovernment,butcannotbeimplementedby the
suggestor.Employeeswhosesuggestionsareadoptedaregivenrecognitionand, if appropriate,
monetaryawards. To beconsideredfor an award,asuggestionmust:

(1) identify animprovementin the qualityofoperations,acostreductionopportunityor an
improvementin thetimelinessof serviceanddelivery thatresultin tangibleor intangiblebenefits
to thegovernment;and

(2)beadoptedin wholeor in partfor implementation. Thesuggestionshouldidentify a
specificproposedcourseofactionto achievetheimprovementor costreduction.

b. Ideasor suggestionsthat identify theneedfor routinemaintenancework, recommend
enforcementofan existingrule,proposechangesin housekeepingpractices,recommendchanges
to instructionsor manuals,call attentionto errorsorallegedviolationsofregulations,orresultin
intangiblebenefitsof“good will” arenot eligible for consideration.Ideasfor changesor
improvementsthat clearly fall within theemployee’sjob responsibilitiesdo notconstitute
suggestions.

2. EvaluatingSuggestionAwardsandDetermining Award Amount

a. It is theevaluator’sresponsibilityto calculatethefirst yearsavings/benefitsto theNavyand
to determineawardamountsto begrantedusingthetangibleandintangiblebenefitscharts
outlinedonthefollowing pages. In someinstances,whencontributionsareextraordinaryand
savingsto thegovernmentconsiderable,suggestorsmaybe eligible for anhonoraryawardin
additionto a monetaryaward.

b. Evaluatorsarealsoresponsiblefor preparingrecommendationsfor non-adoptionof
suggestions,includingexplanationsinformingtheemployeeofthereasonsfor not adoptingthe
suggestion.Evaluationsandfinal determinationsshouldbemadeatthelowestreasonablelevel.

c. It is alsotheevaluator’sresponsibilityto takeactionthat will implementtheproposed
changeif approved. This includesgainingtheprogramfundingcommitmentto implementthe
suggestion,whenapplicable.

3. Procedure
Any civilian employeeor military memberinterestedin contributingtheirideasto management
undertheBeneficial SuggestionAwardProgramshouldcontacttheirlocal awardsPAfor further
guidanceon thesubmissionand approvaloftheseawards.
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4. ReconsiderationfResubmission
Requestsfor reconsiderationmaybe submittedin writing to theNAVAIR PAwithin 90 days of
receipt of the action. The request must include substantiating reasons for the reconsideration. A
NAVAIRHQ managerwill makethefinal determinationon thereconsideration.

SCALE OF AWARD AMOUNTS BASEDONiNTANGIBLE BENEFITS

VALUE
OF

BENEFIT

HIGH
Completerevisionof
abasicprincipleor
procedure;ahighly
sig~flcant
improvementto the
valueofaproductor
service.

LIMITED
Affectsfunctions,
mission,or personnel
ofonefacility,
installation,regional
area,oran
organizational
elementof
headquarters.Affects
smallareaofscience
or technology.

EXTENDED
Affectsfunctions,
mission,or personnel
ofanentireregional
area,command,or
bureau.Affects an
importantareaof
scienceor technology.

BROAD
Affectsfunctions,
mission,or personnel
ofseveralregional
areasorcommands,
or anentire
departmentor agency.
Affectsanextensive
areaofscienceor
technology.

GENERAL
Affects functions,
mission,orpersonnel
ofmorethanone
departmentor agency,
oris in the public
interestthroughout
theNation and
beyond.

EXTENTOFAPPLICATION

MODERATE
Changeor
modificationofan
operatingprinciple
or procedurewith
limiteduseor
impact.

$25-$500 $501-$750 $751-$1,000 $1,001-$1,500

SUBSTANTIAL
Substantialchange
ormodificationof
procedures.
Important
improvementsto the
valueofaproduct,
activity, program,or
serviceto thepublic.

$501-$750 $751 - $1,000 $1,001- 1,500 $1,501 - $3,150

.

$751 -$1,000 $1,001-$1,500 $1,501-$3,150 $3,151-$6,300
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EXCEPTIONAL
$1,001- $1,500 $1,501 - $3,150 $3,151 - $6,300 $6,301 - $10,000

Initiation ofanew
principleor major
procedure;asuperior
improvementtothe
qualityof acritical
product;activity,
program,or service
to thepublic.

SCALE OF AWARD AMOUNTS BASED ON TANGIBLE BENEFITS

BENEFITS AWARD

EstimatedFirst-YearBenefits Amount ofAward to Employee

Up to $10,000in benefits

Between$10,000and$100,000
in benefits

Morethan$100,000in benefits

10 percentofbenefits

$1,000plus 3 percentto 10percent
ofbenefitsover$10,000

$3,700to $10,000forthe first
$100,000in benefits,plus 0.5 percent
to 1 percentofbenefitsabove$100,000
upto $25,000, with theapprovalofthe
OPM via theOSD. Presidential
approval is requiredfor all awardsof
morethan$25,000.
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AWARD NOMINATION

TO: ADMINISTRATOR, AWARDS PROGRAM

1. RECOMMENDATION FOR AWARD

EMPLOYEE NAME SOCIAL SECURITY NO POSITION GRADE CODE &ORGANIZATION

CODE OF COMPETENCY RESPONSIBLE FOR AWARD PAYMENT: JON:

2. TYPE OF AWARD

LI
SPECIAL ACT/SERVICE QSI AWARD

LI ON-THE-SPOTAWARD LI TIME-OFF

D SUSTAINED EXCELLENCE OTHER
AWARD

AMOUNT OF RECOMMENDED
AWARD ($ AMOUNT/HOURS OFF):

~

PERIOD OFACCOMPLISHMENT:

DESCRIPTION OF ACCOMPLISHMENT:

ESTIMATE OF BENEFITS ((~(~R1DLFTEA ANDIflR R FOR SPECIAL ACT ANfl ON-THE-SPOT AWARDS~
A. INTANGIBLE BENEFITS:

VALUE Li MODERATE LII SUBSTANTIAL [I] HIGH [II EXCEPTIONAL

APPUCA1]ON Li LIMITED [I] EXTENDED [I] BROAD LI GENERAL

B. TANGIBLE BENEFITS: COMPUTE LABOR SAVINGS AT ACTUAL COST FOR FIRST YEAR OF APPLICATION IF
APPLICABLE. COMPUTE SAVINGS AND ATTACH SEPARATE SHEET.

NOMINATING OFFICIAL
(RESPONSIBLE FOR COORDINATION WITH EMPLOYEES SUPERVISOR)
NAME/SIGNATURE/CODE/PHONE EXT:

AWARD AMOUNT/TIME-OFF:

DATE:

APPROVING/AUTHORIZING OFFICIAL
NAME/SIGNATURE/CODE/PHONE EXT.

APPROVING SIGNATUREAUTHORIZES AND DESIGNATES
ACCOUNTABILITY FOR THE EXPENDITURE OF GOVERNMENT FUNDS

DATE:

NAVAIR 12451/1 (8/98)

“FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE”

SIN: 01 02—LF—9850800 Enclo sure (2)


